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WITS FACS Liaison Quick Start Guide 

 
Create the Client Profile 
 

Complete the following screens: Client Profile, 

Additional Information, Military Screen if 

applicable, Contact Info, and 

Collateral/Custodial Contact if applicable. 

 

1. Getting here: Login, select the Facility, 

select Client List on the Navigation Pane 

(left menu) to generate the Client Search 

Screen. 

 

2. Search for the client to determine if the 

client record already exists in WITS.  Enter 

the First Name and/or Last Name of the 

client.  Click Go.   

NOTE:  If the client record already exists in 

WITS, proceed to Create the Intake. 

 

3. Click Add Client.  Complete all required 

fields.  

 

4. Click Save and  twice to advance to 

the Additional Information screen. 
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Complete the Client Profile – 
Additional Information 
 

5. Select Ethnicity, select Races, select Special 

Needs, and select Veteran Status. To select 

Races, click on the Races in the left box and 

click  to move the highlighted Races to 

the Selected Races box on the right.  Follow 

this same process for Special Needs. 

 

 

6. Click Save and click  to advance to the 

Military Information screen only when the 

Veteran Status is Active Duty, Active Guard 

and Reserves, or Veteran.  If not applicable, 

Click  twice to advance to the Contact 

Info screen (proceed to Step 12). 

 

 

NOTE:  All light yellow screens on the Client 

Profile and Intake must be completed prior to 

conducting a GAIN-I Assessment. 
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Complete the Client Profile – 
Military Information 
 

NOTE:  This screen must be completed only 

when the Veteran Status is Active Duty, Active 

Guard and Reserves, or Veteran. 

 

7. Select Military Branches and select Active 

or Dependent (as circled).  

 

 

8. Select Military Reserve Branches, select 

Active or Dependent, and select State (as 

circled).  

 

 

9. Select Combat Theaters, select Served or 

Dependent, and select No. of deployments 

(as circled).   

 

 

10. Select Yes or No for each questions 

regarding Traumatic Brain Injury. 

 

 

11. Click Save and click  to advance to the 

Contact Info screen. 

 

 

 

 

 



 

 
4 

Complete the Client Profile – 
Contact Info 
 

12. Click Add Address. 

 

NOTE: Phone numbers and an email address 

should be entered to allow BPA and treatment 

provider the ability to contact the client. 

 

13. Select Address Type, enter Address Line 1, 

City, State and Zip.  Click Finish. 

 

 

14. WITS will check the address entered against 

the United States Postal Service database. 

Click Select to verify the address as it was 

entered or Edit to correct errors.  

 

 

15. Click Save and  to advance to the 

Collateral/Cust. Contacts screen. 
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Create the Client Profile – 
Collateral/Custodial Contact 
 

If the client is under the age of 16 a 

Collateral/Custodial Contact must be entered. 

The Collateral/Custodial Contact must have a 

Relation Type of Father, Mother, or Guardian 

with Consent on File marked as Yes.   

 

The FACS contact should always be entered as 

a Collateral/Custodial Contact. 

 

16. Click Add Contact. 

 

17. Enter First Name and Last Name.  Select 

the Relation Type of Father, Mother, or 

Guardian. Select Gender. 

 

18. Select Yes or No for Gives Permission to 

Treat and select the Permission to Treat 

Type. 

 

19. Enter Address 1, City, and State.  Select Yes 

or No for Can Contact and select Yes for 

Consent on File. 

 

20. Click Finish.  Click Save and Finish. 
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Create the Intake 
 

1. Click Activity List on the Navigation Pane 

(left menu). 

 

2. Click Start New Episode. 

 

3. Complete all required fields.  

 

4. Select DHW/FACS-CPS or DHW/FACS-Other 

or DHW/FACS-Mental Health as the Source 

of Referral.  Select the FACS contact person 

in Referral Contact.   

 

5. Select the Date of First Contact and update 

the Intake Date if necessary. Select the 

Pregnant status and enter the Due Date if 

necessary. 

 

6. Select IDHW as the Priority Population.  

Select Yes or No for HIV Tested and select 

the status for Past IV Drug Use. 

 

7. Enter Presenting Problem in Client’s Own 

Words. 

 

8. Select Inter-Agency Services. 

 

9. Click Save and Finish. 
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Create the Fee Determination 
 

1. Click Fee Determination and click Add 

New. 

 

2. Enter Monthly Income (from all sources) 

and Number in family (including client). 

 

3. Enter Allowable Monthly Deductions. 

 

4. Click Calculate Fee Percentage. 

NOTE: If the fee percentage is 56% or higher,  

the client is not financially eligible.  

5. Select Yes for Has client signed paper form 

and Has Staff member signed form. 

 

6. Click Save and Finish. 

NOTE:  FACS staff need to determine eligibility 

and record eligibility in Referral Comments.  

Clients are eligible based on the following 

criteria: 1) no other insurance available; 2) 

insurance that does not cover SUD Treatment; or 

3) a hardship exists based on a deductible of $500 

or up,  a deductible of more than $500 is still owed, 

OR no provider within 30 miles. 
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Create the Program 
Enrollment 
 

1. Click Program Enrollment on the 

Navigation Pane (left menu). 

 

 

2. Click Add Enrollment. 

 

 

3. Select the Program Name FACS Program 

and enter Zero for the Days on Wait List. 

 

 

4. Click Save and Finish. 
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Conduct the GAIN-I 
Assessment 
 

1. Click Assessments on the Navigation Pane 

(left menu) and click GAIN. 

 

2. Click Sync Client Profile and click Perform 

GAIN Assessment. 

 

 

3. GAIN ABS will display in a separate window. 

Click Treatment Episode. 

 

NOTE: DO NOT click Create New Treatment 

Episode. Using this function will cause GAIN to 

have more episodes in WITS and the GRRS will 

NOT download into WITS when the number of 

episodes does not match. 

 

4. Click GAIN-I Interactive Interview or other 

assessment tool, if applicable. 
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5. Select the Template of GAIN-I 5.6.2 Core or 

GAIN-I 5.6.2 Full.   

 

 

6. Enter Reference Date and Time. Select 

Morning or Afternoon  

 

NOTE: Time must be entered in the specific 

format of 00:00 without the AM or PM 

designation.  The designation of AM or PM is 

identified by choosing Morning or Afternoon. 

 

7. Click Save and click Begin Interview. 
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Generate the GRRS Report 
 

8. Click GAIN-I {Conducted on…}. 

 

 

9. Click Run GRRS Report (V2). 

 

 

10. Select how to identify client. 

 

 

11. Click Generate New GRRS. 
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Download the GRRS Report 
into WITS 
 

NOTE: Download only the final (edited) GRRS 

Report into WITS.  Click Sync Client Profile if 

necessary before downloading. 

 

12. Click Sync Client Profile if necessary and 

click Download/Update GAIN Summaries. 

 

 

13. Verify GRRS downloaded successfully. 

 

 

14. Select Yes or No to populate the client 

profile with the values from the GAIN I you 

just completed. 
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Create a Consent to a 
Treatment Provider 
 

NOTE:  This screen must be completed only if 

FACS has conducted the GAIN-I Assessment. 

 

1. Click Consent on the Navigation Pane (left 

menu) and click Add New Client Consent 

Record. 

 

2. Select name of treatment provider in 

Disclosed to Agency and enter Purpose for 

Disclosure. 

 

3. Enter the Intake Date as the Earliest date 

of services to be consented.  Select Yes for 

Has the client signed the paper agreement 

form. 

 

4. Click Save and Finish. 

 

NOTE: The Disclosure Selection has been 

preset to include the records that need to be 

consented. 
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Create a Consent to DHW 
Contractor 
 

1. Click Consent and click Add New Client 

Consent Record. 

 

2. Select DHW Contractor in Disclosed to 

Agency and enter Purpose for Disclosure. 

 

3. Enter the Intake Date as the Earliest date 

of services to be consented.  Select Yes for 

Has the client signed the paper agreement 

form. 

 

4. Click Save. 

NOTE: The Disclosure Selection has been 

preset to include the records that need to be 

consented. 
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Create the Referral to DHW 
Contractor 
 

1. Click Create Referral Using this Disclosure 

Agreement. 

 

2. Select the Reason. Select Yes for each 

question regarding Verification and 

Transfer of the client. 

 

3. Enter Comments - date, user initials, 

eligibility criteria, whether GAIN was 

completed, and recommendation on 

treatment.  Identify chosen treatment 

provider and location and indicate if the 

GAIN-I Summary has been consented to 

treatment provider. 

 

4. Select the Central Office Facility and FACS 

program. 

 

5. Click Save and Finish. 

 

 

 

 

 


